
Instructions for completing the I-9 Employment Eligibility Verification Form and the list of acceptable 

documentation 

 Complete Section 1  

 Click Save at the bottom of the form 

 Go to the menu bar and click on ON Forms 

 Click on the I-9 form 

 Click on the page icon  

 Scroll to the bottom to Notes & Attachments, click on New, browse for documents to upload 

copies of your documents, once the link is entered click on Save  

o One document from List A or one document from List B and one document from List C 

 Once uploaded, click on your name at the top right of the screen and go to profile to return to 

completing your tasks. 

 

 

 

 

 

 

 

 

 



 


